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People — Your Greatest Asset 

It pays to hire the best. Your staff are both your 
biggest asset and your biggest cost. By selecting 
well you can: 


@ save your money — It’s expensive to hire people. 
There are direct costs like advertising and 
indirect costs like lost productivity. 


@ save your time — Hiring takes a lot of time. Time 
reading applications, time choosing who to 
interview, time interviewing, and time training 
new staff. 


® reduce turnover — Well chosen staff tend to stay 
longer and be happier in their jobs. 


® increase profitability — Your business will 
benefit from reduced wastage, breakage or loss 
and increased client satisfaction with your 
service or product. 


There’s no question that it takes time and effort to 
find the right person for your job. You have a choice 
— you can spend it now or can spend it trying again 
later. 

Your Canada Employment Centre (CEC) can 
help you plan your personnel needs, give you 
information about your local labour market, find 
and refer qualified candidates, and tell you about 
the impact of human rights legislation on the hiring 
process. 

The final decision is yours. Only you can define 
the job requirements, make sure you get the most 
from the interview and choose the best person. 

This booklet outlines a systematic approach to 
the selection and recruitment of the best staff for 
your business. You will find out: 


the basics of planning your personnel needs 
how to define the job to get the person you want 
where and how to advertise 

basic screening and interview techniques 
hints for choosing the right person 

how to keep your winning team 
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Think Before You Act 
To make the most effective hiring decisions you 
have to know where you're headed and how you 
plan to get there. So your first step is to decide your 
goals. Do you want to achieve a 20% increase in 
sales next year? Do you want to introduce a new 
product line or close out an unprofitable one? 
Next question. What do you have to do to reach 
that goal? To figure this out you'll probably have to 
look at four things: 


How many people you will need 

How many people you have now 

Where the differences are 

What you can do to correct the difference 


“Listen,” you may say. “I don’t have time for that. | 
don't need a lesson. | need a worker — today!” 

Maybe. But first look at your present staff. Is 
there anyone who can do the job now? If not, is 
there someone who is doing part of the job and who 
can learn the rest quickly. Often your best source to 
fill new jobs is your current staff. Can you hire 
someone temporarily to give you the time you 
need? 3 

Once you've solved your immediate problem, you 
can take that bit of extra time to plan. It will pay off 
in: 


foe Cae ao 


@ better use of your present staff 
@® more lead time to find new workers 


e a better sense of where you're going and how 
you'll get there 


To learn more about human resources planning 
you can take a seminar prepared jointly by the 
Canada Employment and Immigration Commission 
and the Federal Business Development Bank. Ask 
about the course at your local CEC or FBDB branch 
office. 
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Page from the participant’s book 
in the HRP seminar. 


To get who you want... 

Know what you want. 

You asked for a clerk. You were sent a storeroom 
clerk. You wanted a clerk-receptionist. Job titles 
mean different things to different people. To save 
time interviewing, it pays to define the job and your 
requirements exactly. Begin by thinking about the 
kinds of employees you want. What will they do? 
What qualifications, experience and skills should 
they have? What salary and benefits will you offer? 

At this stage, it’s useful to prepare job descriptions/ 
specifications for each of the positions to be filled. 

A job description is a clear and orderly description 
of the job outlining its main duties and responsibilities. 
A job specification outlines the requirements 
(education, experience, etc.) necessary to perform 
the job well. 

A job analysis can help you develop a good job 
description/specification. This involves collecting 
information about the job and analyzing it. Answering 
the following questions can be especially useful: 


What will the employee do? 
@ How will it be done? 
@ Why will it be done? 
@ Who will the employee be? 


Job Description/Specification Form 


JOB TITLE _ = JOB CODE 


DEPARTMENT DATE 


JOB DESCRIPTION 


REPORTS TO: 
Brenda 


JOB SUMMARY: 


Services complete, in-store requirements of all types of customers (general, 
business, and educational). Responsible for increasing sales 


DUTIES/RESPONSIBILITIES: 


. Recommends books and traveller's aids 

. Helps with travel-related matters 

. Handles complaints and adjustments 

. Does stock-keeping and inventory control 
. Helps with orders/returns 

. Helps develop advertising flyers 

. Makes telephone solicitations 

. Performs other duties as assigned 


JOB SPECIFICATION 


EDUCATION: Courses in sales, advertising and 
High School travel 
EXPERIENCE: Exposure to developing advertising 


3 years aS a sales person in a small materials 
bookstore 


1 year in a travel-related field 


LANGUAGES: Other languages 
English 


SKILLS: 

Good selling skills 

Ability to communicate with different kinds of people 
PERSONALITY: 

Outgoing 

Results-oriented 

OTHER: 

Familiarity with the business and educational markets 


Example of a job description/specification 
for sales person’s position. 


Where to look and what to say 
Attracting qualified people also takes a bit of 
planning. When your description/specification is 
complete, you know exactly what you're looking 
for. Next, develop the best possible benefits 
package you can Offer. 

Now you can begin the recruiting process. There 
are several good sources for recruiting applicants 
such as: 


e Canada Employment Centres: Offer recruitment 
assistance by taking and listing job orders, 
screening candidates to check minimum qualifi- 
cations, and referring the required number of 
candidates within a specified time frame. There is 
no charge for the service. 


e Private agencies: They charge a fee. Useful for 
recruiting workers with specialized skills, and 
management staff. 


@ Employees’ referrals: Your own employees may 
be able to recommend suitable applicants. Referrals 
can be encouraged by posting a list of openings 
on the bulletin board or sending a circular to 
employees. 


© Schools/Trade Associations: These can be useful 
for recruiting people with specialized skills. Most 
schools have placement counsellors or maintain 
an updated job bulletin board. 


e Advertising: This is an effective way to get good 
applicants. Be sure to select the media (news- 
paper, magazine, etc) that will reach the kind of 
person you want to hire. For example, if you’re 
looking for a travel agent, it’s a good idea to 
advertise in travel magazines. 


The publication in which you plan to advertise 
can help you develop your ad. Make sure that the 
ad is based on the job description/specification for 
the position to ensure that only qualified applicants 
apply. Focus on the essentials. 

To find the “pick of the crop,” you may want to 
use more than one source. This will take time — but 
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the results are generally well worth the effort. By 
attracting several qualified applicants, you'll 
increase your chances of finding the perfect match. 


Sales Person 


For travel bookstore. High school graduate with minimum 3 years' 


small bookstore experience and 1 year in a travel-related field. 


Assets: languages and ability to develop advertising materials. 
Attractive benefits. Reply to: Voyages Bookstore, 115 Downtown 
Street, Prince City. Phone (81X) 555-8x85. 


Example of a classified ad 
(sales person’s position). 


Separating the wheat from the chaff 


The purpose of the screening process is to help you 
narrow down your choices to about three or four 
candidates who are suited to the job. The screening 
process involves the following stages: 


1. Reviewing resumés/Application Forms. Begin by 
comparing the backgrounds of the applicants to 
the job description/specification for the position 
to be filled. Which ones have the essential requi- 
rements? Which ones have the preferred requi- 
rements? Which ones have both? A careful 
analysis will help you screen out the less qualified 
candidates and select the ones that appear 
promising for interviews. 


2.Prepare to interview. The employment interview 
gives you an opportunity to really get to know the 
candidates. Conducting a successful interview 
requires advance preparation. First, you should 
decide on the time and place of the interview. It’s 
best to choose a time during which you are not 
likely to be disturbed. The place selected should 
help create a relaxed atmosphere. Next, jot down 
the main questions/points to be covered during 
the interview (use your job description/specifica- 
tion again). These can include: 


Education/Training: Courses completed/in. 
progress, extra curricular activities, plan for 
further education, etc. 


Experience: Number of years in each of the 
previous jobs, descriptions of duties and 
responsibilities, special skills learned, etc. 


Personal suitability to the job: Attitude, interests, 
hobbies, work habits, etc. 


Future plans: Short- and long-term career 
goals. 


. Interviewing: For a successful interview, the 
following “do’s” should be useful: 


Do establish a friendly atmosphere right at the 
beginning of the interview. This will help the 
interviewee relax. 


Do be a good communicator. Ensure that your 
questions are understood. Also, encourage the 
applicant to talk by asking open-ended questions. 
(They usually start with “What?’). 


Do be objective. Don’t let personal biases and 
feelings get in the way. 


Do keep control of the interview. Ensure that 
you're getting all the information you need. 


Do make sure your questions are not discrimi- 
natory. The Canadian or your provincial human 
rights Commission have a booklet that can help 
you. 


. Testing: Sometimes, it may be useful to evaluate 
applicants by testing their skills. For example, a 
secretary can be given a typing test to measure 
typing speed and accuracy. You can develop your 
own tests or buy ones that are commercially 
available. If you decide to use a particular test, 
ensure that it’s reliable: Has it been used before? 
When? Were the results satisfactory? 


.Evaluating applicants: Right after the interview 
assess each candidate. Did they meet the requi- 


rements of the job as given in the job description/ 
specification for the position? Don’t try to choose 
the best one, at this stage, just identify all who 
met your requirements. 


At the end of the screening process, you should 
have selected three or four promising applicants 
who meet the requirements of the job (as given in 
the job description/specification for the position). 
Now, you can proceed to select the “winner”. 


Application Form 


NAME 


(LAST: 


ADDRESS 


TEL. NO - SOCIAL INSURANCE NO 
HOME FRICE 


JOB APPLIED DATE 
FOR AVAILABLE 


SCHOOL DATES DEGREE/DIPLOMA 
SECONDARY 


UNIVERSITY 


EDUCATION 
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Making the Final Choice 

Now comes the time for the final decision. All your 
candidates now should meet your minimum requi- 
rements. There are several things you can do to 
help you select the right one for the job including 
the following: 


Check references: This can be very valuable. For 
example, former employers can give you information 
that may be impossible to get at interviews. It’s 
useful to cover points such as confirmation of 
positions held, duties and responsibilities performed, 
etc. Make sure that you have the applicant’s 
permission before checking references. 


Rank the candidates: Based on all the information 
collected, you can rank the candidates by indicating 
your first choice, second choice, third choice, etc. 
This should be based on your good judgement of 
the applicant’s suitability to the job. Think about 
what you consider to be the most important quality 
needed for the work. 


Conduct another interview: If you feel that you do 
not have enough information on the candidates, 
call them for another interview. It’s also worthwhile 
to have others in your company interview the 
applicants. 

Once you’ve selected the right person, it’s 
important to communicate the decision properly. 
The employment offer should confirm the position, 
salary, work hours, starting date, etc. and should 
typically be made in writing to avoid misunder- 
standings. Polite rejection letters or a phone call 
can also be used with the unsuccessful candidates 
— this can serve as a public relations tool for your 
business. 


Keeping Up the Team Spirit... 

Once you've hired the right people for your 
business, make sure that they stay with you. There 
are several ways that you can help ensure this: 
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Keep proper personnel records. This will help 
you promote better communication between you 
and your employees. A basic personnel record- 
keeping system can include payroll records, 
absence records, personal files, etc. 


Master Record Card 


NAME DATE OF BIRTH 


DEPARTMENT POSITION 


DATE EMPLOYED STARTING SALARY/WAGE 


PERSON TO CONTACT IN CASE OF EMERGENCY 


ADDRESS TEL. No 


EDUCATION EXPERIENCE 


CAREER RECORD 


DATE DEPARTMENT POSITION SALARY/WAGE REMARKS 


Example of Payroll Record 
or Master Record Card. 


11 


Provide a safe and healthy work environment. 
You can get complete information on health and 
safety standards that apply to your area of business 
activity by contacting Federal and provincial 
departments of Labour. 


Motivate employees. This can be done by satisfy- 
ing some of their job-related needs and wants. 


Train employees. To help them do their present 
job more efficiently and prepare for promotions. 


Finding and keeping the right employees for your 
business can be rewarding. Productive employees, 
who care for the business, will do wonders for your 
profit picture. 


Another Winning Tip 

The Federal Business Development Bank has 
developed a seminar entitled “Recruiting and 
Selecting Your Personnel’ in collaboration with 
Employment and Immigration Canada. This seminar 
provides step-by-step guidance in finding the right 
people for a business. 

Based on the case study approach, this 6-hour 
seminar provides “hands-on” experience in writing 
job descriptions/specifications, developing recruit- 
ment ads, selecting employees, etc. In fact, you'll 
be doing many of the things we’ve touched upon in 
this booklet. In addition, you'll receive a portfolio 
with useful personnel forms that can be used in 
recruiting and selecting employees for your 
business. 


For further information, contact your local FBDB 
branch office 
or call toll free 
1-800-361-2126 
112-800-361-2126 (B.C. residents only) 
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